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1 I ntroducti on

The General Services Administration (GSA) Enterprise Infrastructure Solutions (EIS) contract
was defined in the Network Services 2020 (NS2020) framework for agency migration to future
telecommunications and information technologies. To support this effort, GSA created an
inventory of services requiring transition from the expiring Networx, WITS 3, and GSA Regional
local service (RLS) contracts. The transition inventory (TI) is accessible to authorized agency
users via the GSA Enhanced Monthly On-Line Records and Reports of Information Technology
Services (E-MORRIS) online management application. GSA will continue to validate and update
Tl on a weekly basis for new disconnects and a monthly basis as new records are identified and
discrepancies are reconciled. Agencies should continue to monitor Tl for accuracy as it will be
the basis for tracking and reporting transition progress.

1.1 Purpose

GSAds Tr an s nation €enterOCE&Y diveloped this user guide to provide general
understanding of the available navigation tools and reports within the TI module of E-MORRIS.
This document will assist users with agency level permissions to monitor and track transition
progress at various reporting levels.

1.2 Scope

The Tl User Guide for Agency Users defines how to access and navigate the Tl module within
E-MORRIS. Key metrics, definitions, and Transition Inventory Report Fields are included as
appendices. Additional information includes transition milestones as well as various inventory
resource documents that are available on the GSA EIS Transition webpage.

1.3 Key Definitions

1.3.1 Transition

EIS is the follow-on contract vehicle for Networx, WITS 3, and GSA RLS contracts. Transition is
defined as the movement of services from an expiring contract to an EIS contract.

1.3.2 Transition Inventory

Transition Inventory is a collection of Service Instance Record (SIR) level data to enable
agencies to plan and prepare for the transitioning of telecommunications services from expiring
Networx, WITS 3, and GSA RLS contracts. Tl is updated weekly to reflect disconnected SIRs
and monthly to reflect SIRs as they are added, changed, or disconnected from the expiring
contracts. This data is available to agency customers through the E-MORRIS online application.

1.3.3 Service Instance Record

A Service Instance Record (SIR) represents a summarized roll-up of an active current
base service and includes its associated supporting/feature CLINs (e.g., usage or feature
CLINs). A SIR can also be described as a single record that represents each ordered service.
SIR data provides GSA and agencies a consistent measure to track transition progress.
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SIR data is not sufficient in detail to prepare transition orders. Agencies may need to obtain
detailed inventory data from their current providers or other sources, such as All Agency
Inventory (AAl), to support solicitations and/or transition orders.

1.3.4 Inventory Validation

Inventory Validation is defined as normalizing SIR inventory for consistency and comparing and
reconciling against available data sources. This level of validation can provide support for
agency transition planning and provides a mechanism for the agencies and GSA to track the
progress of transition from Networx, WITS 3, and GSA RLS contracts.

1.3.5 Agency Confirmation

Agencies were required by GSA to review and confirm their validated Tl no later than October

31, 2016. Agencies are expected to continue reviewing the inventory for any new SIRs, changed

SIRs, or disconnected SIRs. Agency Confirmation means an agency has determined that the
agencyo6s TI accurately represents the SIRs thée
Networx, WITS 3, and GSA RLS contracts. The main objective of confirmation is to ensure that

the SIRs contained in Tl belong to the agency and are current. For each SIR, the agency should

answer the following questions:

1. Does this service instance record belong to my agency / bureau?
2. Is this service instance record current and active?

Agencies were required to place a statement in their Agency Transition Plan (ATP) that
they had confirmed their Tl data.

The agency Transition Manager (TM) facilitates agency confirmation. Agency inventory
confirmation is communicated as part of the age
regarding agency confirmation can be found in the in the Transition Inventory Frequently

Asked Questions located on the EIS Transition webpage.

2 E-MORRI S Registration and Access

The E-MORRIS user registration process must be followed to gain access to the Tl module
within E-MORRIS. The URL of the E-MORRIS website is https://emorris.fasbilling.gsa.govy/.

From this page, the user will see the following options:

1. Login Now: Login to the E-MORRIS website, if an existing user

2. Register Now: Register for an account if a new user

3. Forgot Password: Establishes a new password if an existing user has forgotten a
password or has an expired password

4. Other Login Problems: Request Assistance will send a message requesting
assistance if a user is experiencing other login problems that cannot be resolved by
resetting the password
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2.1 Login Now

To login to the E-MORRIS website for existing users, under Login Now, enter User Name (this

wi || gener al l
Figure 1. The User Name is

y be an email addr ess ) asiliustratell ans s wo r
not case-sensitive; however, the Password is case-sensitive.

BLGGE

Welcome To E-MORRIS

E-MORRIS

Ennanced Monthly On-Line ReCords and Repons of Information Technology Services

Welcome 10 GSA's web site for Netwonx Biling and Inventory Management

This is a Restricted Site

‘Yo mUS! be a registered USer in Ofcer 1o access this website. If you are cumently
registered, please enter your User Name and Password to log in.

Login Now

User Name or Email Address |

2

Register Now Forgot Password Other Login Problems.

Password

This 1835, General Services Administration Federol Govemmcnr computer. :y:(:m that is
“FOR OFFICIAL USE ONLY". This ring. Ind rforming unauthorized
activities are subject to di m,unrmy action inciuding :nmmrpmxurron

About GSA | Contact Us | Accessibiity Akds | Privacy and Security

Figure 1. E-MORRIS Login

2.1.1 Multi Factor Authentication

Once the user clicks t h e

ALogind button, t he sysgnulefactogener

authentication token and takes the user to the i MIti Factor Authenticationdopage as illustrated
in Figure 2. The user should retrieve the new multi factor authentication token from the emalil

and populate it in the Token

field ( 1) then click .the ALogino butt

E-MORRIS

Please enler the ohen [rum
the: n|.:|| and pn

for 3 fimes o if the token s
expired,

Multi Factor Authentication

> =3

&

Tl User Guide for Agency Users 13.0

Figure 2. Multi Factor Authentication

December 1, 2021



[TETR Networx inventory | Billing Reparts W) Transition Inventory

Home User Guide FAQ

Login Sucessful

E-MCRRIS

Enhanced Monhly On-Ling Records and Reports of Information Technoiogy Sendces
Welcome 1o GS&'s we sie for Networc B#ling and Imventory Management

Your Password will expire on APR-25. 202

RIS Home

This is 2 ULS, General: Federal Govermm nputer syst is
“FOR OFFICIAL USE ONLY'. This sysiom is subject Individuats found umauthorized
activities are subject to disciplinary action including criminal prosecution.

‘About GSA | Contact Us | Accessibiity Aids | Privacy and Security

The user is then taken t asillustragdedin EiguggB.n Successf ul

Figure 3. Login Successful

2.2 Register Now
ToregisterforEEMORRI S access, c¢click the fARegdi ster Nowo

E-MORRIS _ -

E-MORRIS

Enhanced Monthly On-Ling Records and Reports of Information Technology Services
Welcome to GSA's web site for Netwont Billng and Inventory Management

GSA e-Tools
GSA Online Biling

This is a Restricted Site

You must be a registered user in order to access this website. If you are cumently
registered, please enter your User Name and Password to log in

Login Now

User Name or Email Address |

Password

Register Now Forgot Password Other Login Problems

This I 3 U.S. General Serviees Administration Federal GOVernment computer system that is
“FOR OFFICIAL USE ONLY", This system is subject to
activities are subject to disciplinary action including criminal prosecution.

About GSA | Contact Us | Accessibility Aids | Privacy and Security

Figure 4. E-MORRIS Registration
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The fFE-MORRIS Registration Request Informationo (1) page will appear as shown in Figure 5.
Information (2) located on the left-hand side of the page is provided for assistance with the form.
The requestor should populate as many fields as possible. Required fields (3) include: Email
Address, Last Name, Phone, Agency Hierarchy Code(s), and Module Access. A valid
government email address and phone number must be provided.

For

Mo d u l

Access (4), t he r eques tNetworxdnvemtary d

S e

Module (NIM) access is needed and/orselect A Agency Transition I nvent
module within E-MORRIS. The requestor should provide justification, and any other information
that might clarify a request within the Comments field.

After completing the form, selectt he A Su b mittd R &graisgdommtardsahe user request
information to the appropriate staff. The user will be contacted when the new account is
available.

The user
previous page.

cancel a request Thswil eturhtbekusentgthet h e

E-MORRIS

BT <

This form regesiers one user
for an E-MORRIS account. If
you are a DAR Administralor
and wish 1o régister muliphe
users, please cick here o
aownload a form,

Please enter your contact
information into the flekts at
the right

* Indicates that you must
provice this. information
Flease make sure 10 provice
2 valid email address. You
will be contacted at this
aodress When your request
has been processed

Please enter at least one
Agency Hierarchy Code
{AHC). You must enter at
least two characters, you
may entér up 1o 28. A partial
AHC means access to all
AHCs starting with those
characlers (e.9.. "47" means.
you are requesting all AHCs
Starting with 47. If you enter
AT, you don't iied 10 enler
levels that roll to it e.g.,
4712, 47001234). You may
enter mulliple AHCs
separated by *°. Do nol use
EntérReturn kéy o séparate
AHCS

Flease select at least one
module for 3CCess.

Flease enter amy acditional
information in the comments
Box.

E> E-MORRIS Registration Request Information

= Email Address

First Name

#» Phone

Address
Ciy
State
Zip

* Agency
Higrarchy
Code(s)

. 'E"ﬂ—‘ﬂﬁ Metwon: Inventory
o Metwon Billing

Agency Transition Inventory

Comments

® Indicates a Required Fleld

) e e 5
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2.3 Forgot Password

Passwords must be updated every 90 days. To reset a password, clickthei Res et Passwc
button as shown in Figure 6. The user will be taken to a page with afieldl abel ed fiReset

MORRIS Password.0 The wuser should enter t;hthisiwil gegecalye r n me
be the same a-MORRISdJseudame. Canpldéie the formthenc | i ck t he AS
Re g u e st oOto poouessttachange. To cancel the request and return to the previous page,

cickt he ACancel 0 button.

What the user can expect. The user will receive an email at the address that GSA has on file
for the account with a temporary password. The user should log-in to the E-MORRIS fi Bmeo
page using the temporary password provided. E-MORRIS will prompt the user to create a new
password and then to log back into the system.

E-MORRIS SR—

E-MORRIS

Enhanced Monthly On-Line Records and Reports of Information Technology Services
Welcorme to GSA's web site for Networx Billng and Inventory Management

This is a Restricted Site

YoU MUS! be 3 rEqISIEnea USer In Groer 10 access this websie. I you are cumently
registered, please enter your User Name and Password tolog in

Login Now

User Name or Email Address |
Password

Register Now Forgot Password Other Login Problems

This is a U.S. General Servi Nsﬂn‘mm fstraion. Fu‘: :l cuvemmmcomp uter mtcm thatls.
“FOR OFFICIAL USE ONLY". This monitoring. I ing unauthorized
activities are subject to di scmfmzry ton inciuein g crminal pm«umm

Ul GSA | Centact Us | Accessibiiny Ais | Privacy and Securlty

Figure 6. E-MORRIS Forgot Password
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2.4 Other Login Problems

For issues that are not password related, t he wuser should click the
as shown in Figure 7. When the fRequest Assistanceopage appears, the user should complete

as many fields as possible, including the required fields of First Name, Last Name, and Phone.

In most cases, GSA will contact the user at the email address on file, so it is important to provide

a valid email address and phone number. Enter any information that might be needed to clarify

the request in the Comments field.

After completing the form, clickt he A Submit Requesto butttenbe The
forwarded to the appropriate staff, and the user will be contacted about resolving the request.

To cancel the request and return to the previous page, clickt he A Cancel 0 button.

E-MORRIS FP—

M= -

Enhanced Monthly On-Line Records and Repans
Welcome to GSA's web site for Networx Billing an

THiS I 3 U.S. General Services Administration Federal Govermment computer System tat is
"FOR OFFICIAL USE ONLY™. This system is subject to monitoring. Individuals found performing unauthorized
activities are subject to disciplinary ac

Figure 7. E-MORRIS Other Login Problems

3 Activating the T-MORRUGl e within E

To activate the Tl module within E-MORRIS, users should select the box on the fE-MORRIS
Registration Request Informationopage indicating which of these three (3) modules are required:
Networx Inventory Management (NIM), Networx Billing, and/or Agency Transition Inventory.

Steps vary based on current user access and preferences.

1. If the user requires NIM and Agency Tl module access and is a current E-MORRIS

registered user:

a. Active users: no further action required

b. Non-active users: user requests to have the account re-activated by clicking fRequest
Assistance,ofilling out the Request Assistance form and including the following note
in the comment sect.d on: AfReactive access

2. If the user needs to obtain NIM and Tl access, and is not a current E-MORRIS registered

user:
a. Register for E-MORRIS per standard instructions on the E-MORRIS website

b. Check the MAgency Transition Inventoryoaccess box
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3. Ifthe user is a current E-MORRIS registered user for NIM, but only needs Tl access:
a. Go to the fFE-MORRIS Registration Request Informationopage, check the Agency
Transition Inventoryo access box, and place the following note in the comments
section: ATl access only, remove NIM acce

4. If the user needs to have Tl access only, and the user is not a current E-MORRIS
registered user:
a. Go to fE-MORRIS Registration Request Informationo page, check the fMAgency
Transition Inventoryo access box, and place the following note in the comments
section: ATl access only.o

4 Accesnshl SI R Dat-MORRItH i n E

Once logged into E-MORRIS,theuser shoul d click the fATransiti
right corner of the page as shown in Figure 8 to access, review, or download agency Tl SIR and
Business Volume (BV) data. Agency data is available at the following tracking and reporting

levels: Program, Contractor, Service Category, and Service Type based on agency user access
credentials.

) E-MORRIS - Home x| 4 3
<« cC N het emorris. fasbilling gsa.gov =
E-MORRIS 1 My Acoment | Logent
- \
) B Transition inventory |
Home  LUnar Gue E tieas  Cootatus
|
e E-MORRIS
- vy o rtng Erhanc o3 Monthly On-Line Rac crds and Reparts of Information Tec Mrokgy Sarvices
s ‘ Wekt ome 15 GEA'S web e for Networs NG and Wnventory Management !
=250 o b sussosivy opaed s
ot
pocte

Figure 8. Transition Inventory Access
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4.1 Transition Progress Summary

As shown in Figure 9, by sel ecting fATransition Shemsenisy 0
presented with the fiTransition Progress Summaryopage (3) of the Tl Dashboard which presents
agency transition progress information to users based on access credentials within E-MORRIS.

The user can collapse or expand the menu (2) for full screen capability. The user can view main
dashboard objects, such as Transition Progress (4), Milestones (5), Monthly SIR Disconnect
Progress (6), Transition Completion Progress (7), Summary Report: Agency (User) (8), and
Monthly Trending % Complete: Agency (User) (9).

- 1 _|nsition Progress Summary < 3| Monthly Snapshot @«
v | s ' 2MR As OF 4202020
y 8V As Of (3312020
Transition Progress e vd l
e
I—_—————
e

Micstones b NMeothly SR Disconnect Progress . 0_] Transition Completion Progress g /

e

~ s L - s s N LA
Code T Tl cwamcand A THoomernd Tescamecwd Sdare T § Corm Bréamien

Suwmary Report: Agency (User) B

Northly Trending % Corplete: Agancy (User| ) _l‘,._.m

5

]

FleaReports Ready For Cownload

Uploed Hatory

mportant information About The EIS Transmon Inverdory Oats

Figure 9. Transition Progress Summary
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In the upper, right-hand corner as seen in Figure 9, the user can verify the dates of the latest
upload files or retrieve a user guide for reference. The combination of fAs Ofodates are herein
referred to as the Monthly Snapshot of the current reporting period as highlighted in Figure 10.

1 SIR As Of - the latest date through which SIR data is available.
1 BV As Of - the latest date through which BV data is available.
1 Help - provides a link to a user guide.

Monthly Snapshot @wes

SIR As Of: 01/31/2020
BV As Of: 12/31/2019

Figure 10. SIR As Of, BV As Of, and Help

As shown in Figure 11, Transition Progress reflects the progress of SIR PWV % Disconnected

as compared to the blue Transition % Target (1) through the current reporting period. A red SIR

PWV% Disconnected bar (2) indicates progress below the EIS transition milestone target

through the current reporting period for agency hierarchy codes (AHCs) ) wi t hi n t he u
approved permissions; a green bar indicates SIR PWV % Disconnected is greater than or equal

to the target (4). The SIR PWV % Disconnected bar corresponds to the Summary Report:

Agency (User) SIR PWV % Disconnected column on the same page.

Notes: Transition % Complete (5) of 0% correlatesto G S A 6 s)bakeline date of November 1,

2016 which was selected by a collaboration team made up of agency, EIS contractor, and GSA
representatives and briefed to the Infrastructure Advisory Group; it reflects the day immediately
following the agencyods Agencye TransitionyPlat @GTP) deadimet i o n
Transition % Complete of 100%r epr esent s GSAOGs cr it i loekad 100 an s i
disconnected by September 30, 2022.

/\
Transition P’°9’€55 Ve w
W SRPWY% D
(1 > W Transiion % Tar g!
5 > 0% 20% 40% 60% 80% 100%

Figure 11. Transition Progress

The Transition progress cards shown in Figure 12 are separated into three (3) sections:
Milestones, Monthly SIR Disconnect Progress, and Transition Completion Progress.

The first S e c t (@l)ocantainsiifadi (B) ecards oeflextm@ the following Transition
Progress Milestone dates: Transition 50% Complete by 3/31/2021; Transition 90% Complete by
3/31/2022; Transition 100% Complete by 9/30/2022; and the expected Contract Expiration date
of 5/31/2023. The Proportional Weighted Value (PWV) percentage of Tl disconnected as
reported by Networx contractors, TOPS, and the WITS 3 PMO, is compared against these
milestones.
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The s ec on dMostldysStl iRo D, sft o n n e(2)tcontims dogr(4ecardsaeflecting the
following statistics: SIR # Disconnects Current Count; SIR # Disconnects Average Count (based
on current 6 months); SIR # Disconnects Needed Average Count; and SIR # Disconnects Count
Difference (Average Less Needed Average).

The third sectiomp] e fiil oa n(3icaiginsetse ¢3) cards reflecting:
Remaining Time to Scheduled Transition Completion, Projected Months Projected to
Completion; and Projected Transition Completion Date.

Figure 12. EIS Transition Milestones and Progress

Figure 13 provides the measurement criteria and targetdatesb a s e d o rcritiGaBAldstones
for the Milestones cards as shown in Figure 12.

Figure 13. Measurements and Target Dates of Milestones Cards

Figure 14 provides calculations of the Monthly SIR Disconnect Progress cards as shown in
Figure 12. The results of these calculations provide a snapshot of SIR disconnect progress in
the current month, average SIR disconnects over the most current 6-month period, and average
monthly count of disconnects needed to reach 100% complete by the milestone date. The count
difference card will show a positive amount when the actual average count is greater than the
needed average count. Conversely, the count difference card will show a negative amount when
the actual average count is less than the needed average count.

Tl User Guide for Agency Users 13.0 11 December 1, 2021



































































































